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			This position description serves as the official classification document of record for this position. Please complete the information as accurately as you can as the position description is used to determine the proper classification of the position.




	

		2. Employee's Name (Last, First, M.I.)
	8. Department/Agency

	
	MDHHS-COM HEALTH CENTRAL OFF

	3. Employee Identification Number
	9. Bureau (Institution, Board, or Commission)

	
	Bureau of Federal Grants

	4. Civil Service Position Code Description
	10. Division

	State Administrative Manager-1
	Federal Reporting Division

	5. Working Title (What the agency calls the position)
	11. Section

	Public Assistance Grants Manager
	Public Assistance Grants Section

	6. Name and Position Code Description of Direct Supervisor
	12. Unit

	CLARKE, TIFFANY; STATE DIVISION ADMINISTRATOR
	

	7. Name and Position Code Description of Second Level Supervisor
	13. Work Location (City and Address)/Hours of Work

	JONES, REBECCA L; SENIOR MANAGEMENT EXECUTIVE
	235 S. Grand Ave., Lansing, MI / Monday-Friday, 8am to 5pm




	



	

	
		
	
	
	

	
		14. General Summary of Function/Purpose of Position



	
	

	
	
	
	

		This position is responsible to oversee the Public Assistance Grants Section. This position is responsible to plan, organize and direct the Public Assistance Grants Section in meeting the Department’s federal financial reporting requirements for programs totaling in excess of $5.4 billion annually. Programs include but are not limited to, Temporary Assistance for Needy Families (TANF), Supplemental Nutrition Assistance Program (SNAP), Title IV-E Foster Care, Adoption, Guardianship, and Youth in Transition, Title XX- Social Services block Grant, Title IV-B Child Welfare Services, Refugee, LIHEAP, Weatherization, CSBG and Crime Victim.  This position is also responsible to ensure federal requirements are adhered to in the preparation of quarterly claims for federal financial participation related to Human Services Public Assistance programs.  This position is also part of the first-line response to state and federal audits.  This position is also responsible to coordinate, develop, implement and maintain the Statewide Integrated Governmental Management Applications (SIGMA) related to grants. 




	

	
	
	
	



	




	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
			15. Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.

List the duties from most important to least important. The total percentage of all duties performed must equal 100 percent.




	
			Duty 1

	General Summary:
	Percentage:
	55

	Manage financial management activities for the department’s numerous Public Assistance grant programs.  These activities include cost report preparation; daily, weekly and monthly cash draws; financial schedule preparation; and special analysis requested by management, grantors and other executive/legislative agencies.


	Individual tasks related to the duty:
	
	

	· Develop policies and procedures related to Public Assistance Federal Reporting and the applicable grants programs.
· Oversee compliance with the Cash Management Improvement Act; ensure draws are completed accurately and on a timely basis per state and federal regulations. 
· Oversee the preparation, reconciliation, and submittal of the quarterly CB496.
· Oversee the accounting for deferred and disallowed costs. Federal agencies may temporarily defer expenditures the Department has reported pending some required action to support the allow ability of the claim. Accounting control is necessary to properly reflect the Department’s and the State’s financial position. 
· Oversee the preparation of supporting documentation of the quarterly federal claims. Consult with federal agency fiscal staff during financial review and with federal and state audit staff during audit reviews. Maintain complete records of audit memos and list of corrective actions and ensure that reporting of disallowances is properly documented. 
· Schedule and prioritize the financial management activities associated with administering more than 200 grants.  
· Consult with federal agencies to ensure compliance with all federal reporting requirements.
· Oversee the activities and ensure grant financing (i.e. cash draws) are deposited in a timely manner to support payments that are continuously issued by the department; cost reports and financial schedules are submitted timely. 
· Review and assess when grant financing and deposits are not processed timely resulting in insufficient funds on grant-financed payments or disallowed financing by the grantor agency.  Ensure these activities are resolved expeditiously and develop methods and procedures to improve timely processing. 
· Analyze and interpret publications and releases from federal agencies on revised and new program instructions and changes to federal regulations impacting on the administration of grants and the cost allocation and reporting requirements. 
· Review, certify and electronically submit quarterly and annual federal financial reports; assure all reports meet the reporting deadlines for the various federal organizations from which DHS receives funding. 
· Review and analyze the results of quarterly Cost Allocation to ensure allocated costs are appropriately reported.


	Duty 2

	General Summary:
	Percentage:
	30

	Provide oversight to direct reports.


	Individual tasks related to the duty:
	
	

	· Ensure direct reports are consistently meeting goals and deadlines.
· Conduct regular meetings with managers to review and resolve outstanding issues.
· Ensure performance evaluations are conducted in a timely, professional and constructive manner.
· Coordinate financial activities by scheduling work assignments, setting priorities, and directing the work of subordinate employees.
· Manage necessary employee cross training to ensure critical accounting requirements are not at risk due to staffing changes.
· Select and assign staff, ensuring equal opportunity in hiring and promotion.
· Ensure proper labor relations and conditions of employment are maintained.
· Identify staff development and training needs and ensure that training is obtained.
· Facilitate regular staff meetings. 
· Develop short term and long term goals and strategies for staff. 
· Approve time and attendance for staff. 
· Provide effective supervision to staff in all aspects of their responsibilities. 
· Assign tasks and special projects with timelines. Include reviews and follow-up with results for verification of accuracy. 
· Provide leadership to build a customer service oriented staff. 
· Ensure that staff works with various programs offices to make certain that expenditures against grants are allowable and meet federal reporting time lines to avoid lapsing of funds. 
· Set up quarterly and year-end timelines and deadlines.

	Duty 3

	General Summary:
	Percentage:
	10

	Oversight of development and maintenance SIGMA cost accounting elements to meet federal and state requirements for the Department’s Public Assistance grant programs.


	Individual tasks related to the duty:
	
	

	· Ensure SIGMA cost accounting elements are established to meet all federal reporting categories and state reporting needs.
· Ensure annual FMAP and FFP rates are updated in SIGMA in a timely manner to ensure payments post to correct funding sources
· Oversee and approve Cost Accounting Journal Vouchers (JV) in SIGMA to account for manual adjustments needed to meet federal reporting requirements. 
· Participate in SIGMA committees, finance committees and sub-committees.

	Duty 4

	General Summary:
	Percentage:
	5

	Other duties as assigned.

	Individual tasks related to the duty:
	
	

	· Special projects.











	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
		
	

	
		16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 




	
	

		Decisions related to the day to day activities to ensure Public Assistance federal reporting requirements are adhered to in accordance to state and federal requirements.  Determining priorities of assignments and projects.  







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
		
	

	
		17. Describe the types of decisions that require the supervisor's review. 




	
	

		Guidance is requested for conflict resolution involving personnel; adverse findings related to grants management practices; and for direction when it is lacking in established grants management literature.






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
		
		18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? Indicate the amount of time and intensity of each activity and condition. Refer to instructions.




	
	

		Sitting for extended period of time.  Use of computer. 






	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
			19. List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.




	
	
	

		

		NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	ACCOUNTING SPECIALIST-3 14
	
	ACCOUNTING SPECIALIST-3 14

	
	FINANCIAL MANAGER-3 
	
	ACCOUNTANT-E P11

	
	ACCOUNTING SPECIALIST-2 13
	
	ACCOUNTANT-A 12

	
	ACCOUNTANT-A 12
	
	ACCOUNTANT-A 12

	
	ACCOUNTANT-A 12
	
	ACCOUNTANT-E P11

	
	ACCOUNTING SPECIALIST-2 13
	
	







	
	
	

		Additional Subordinates



	

	
	
	

	
		



	



	

	
	
	
	
	
	
	
	
	
	
	

	
			20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):




	
	
	
	
	
	
	
	
	

	
		Y



	
		Complete and sign service ratings.



	
		Y



	
		Assign work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Provide formal written counseling.



	
		Y



	
		Approve work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
		Y



	
	
	

	
		Y



	
		Approve leave requests.



	
	
	
		Review work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Approve time and attendance.



	
		Y



	
		Provide guidance on work methods.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
		Y



	
		Orally reprimand.



	
		Y



	
		Train employees in the work.



	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
			22. Do you agree with the responses for items 1 through 20? If not, which items do you disagree with and why?




	
	

	
		Yes






	

	
	
	
	
	
	
	
	
	
	
	

	
			23. What are the essential functions of this position?




	
	

	
		This position functions as first-line manager in a complex work area.  This position is responsible to plan, organize and direct the Public Assistance Grants Section in meeting the Department’s federal financial reporting requirements for programs totaling in excess of $5.4 billion annually. Programs include but are not limited to, Temporary Assistance for Needy Families (TANF), Supplemental Nutrition Assistance Program (SNAP), Title IV-E Foster Care, Adoption, Guardianship, and Youth in Transition, Title XX- Social Services block Grant, Title IV-B Child Welfare Services, Refugee, LIHEAP, Weatherization, CSBG and Crime Victim.  This position is also responsible to ensure federal requirements are adhered to in the preparation of quarterly claims for federal financial participation related to Human Services Public Assistance programs. This position also is part of the first-line response to state and federal audits.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
			24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.




	
	

	
		






	

	
	
	
	
	
	
	
	
	
	
	

	
	
			25. What is the function of the work area and how does this position fit into that function?




	
	

	
		The Federal Grants Division oversees all aspects of federal funding; applying for and tracking of grant funding opportunities and awards of federal and private funds; preparation and implementation of the quarterly Public Assistance Cost Allocation Plan; calculation and implementation of the annual Indirect Cost Rate; grant accounting; filing of monthly, quarterly, annual and final federal financial reports; drawdowns of federal funds; and all Medicaid financial reporting.  This position oversees the grant accounting and financial reporting for all Public Assistance grants.







	

	
	
	
	
	
	
	
	
	
	
	

	
	
			26. What are the minimum education and experience qualifications needed to perform the essential functions of this position.



	

	
	
	
	
	
	
	

		EDUCATION:



	
	
	
	
	

	
	
	
	
	
	
	

		Possession of a bachelor’s degree in any major.





	
	
	
	
	
	
	

		EXPERIENCE:



	
	
	
	
	

	
	
	
	
	
	
	

		
State Administrative Manager 15
Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.

Alternate Education and Experience

State Administrative Manager 15
Education level typically acquired through completion of high school and two years of safety and regulatory or law enforcement experience at the 14 level; or, one year of safety and regulatory or law enforcement experience at the 15 level, may be substituted for the education and experience requirements.




	
	
	
	
	
	
	

		KNOWLEDGE, SKILLS, AND ABILITIES:



	
	
	
	

	
	
	
	
	
	
	

		As listed on the Civil Service Job Specification, in addition to: 

Knowledge of rules and regulations related to grants management and the state’s formal accounting systems, including SIGMA, microcomputer application skills and ability to effectively communicate financial issues to management staff.

The MDHHS mission is to provide opportunities, services, and programs that promote a healthy, safe, and stable environment for residents to be self-sufficient. We are committed to ensuring a diverse workforce and a work environment whereby all employees are treated with dignity, respect, and fairness.
 






	
	
	
	
	
	
	

		CERTIFICATES, LICENSES, REGISTRATIONS:



	
	
	

	
	
	
	
	
	
	

		None




	
	
	
	
	
	
	

	
		NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of this position.



	
	

	
	
	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
		



	

	
	
	
	
	

	
		Supervisor



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
		TO BE FILLED OUT BY APPOINTING AUTHORITY



	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	

	
		Indicate any exceptions or additions to the statements of employee or supervisors.



	

	
	
	

	
		None



	

	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the entries on these pages are accurate and complete.



	

	
	
	
	
	

	
		HILLARY PLATTE



	
		4/22/2025



	

	
	
	
	
	

	
		Appointing Authority



	
		Date



	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
		
	
	
	
	

	
		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.



	

	
		



	
	
	

	
	
	
		



	

	
	
	
	
	

	
	
	
	
	

	
		Employee



	
	
	

	
	
	
		Date



	

	
	
	
	
	

	
	
	
	
	



	

	
	
	
	
	
	
	
	
	
	
	



